
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Department of Offender Rehabilitation 
Probation Services Division 
22 M,L.K. Jr. Drive-East Tower 

I h 0 Diwosa of wecent rarmulrtion: m funher -mulation mtiauated. 
No. L Checkom:  cham: VSuwrcede:  0 Void 

Earlien 
1956 Present Probationer Case Eistory Files (AGENCY-WIDE COMMON SCHEDULE) 

6. D i n  and Offia Funcrion What is the function of th VWiu'On and th o t f i  in vrhich this m r d  nrier is -t&7 
-7 

Probation Services' Division provides professional services to the criminal justice 
system for the protection of the cormnunity at large. 
toward affecting the social adjustment of probationers, and through the systematic 
implementation of such intervention strategies as surveillance, counseling,  referral,^ 
and collection of fines, restitution and/or court costs. 

Professional services is directed 

~ I l U t l U  Nhting to: Recording supervision and progress of probationers assigned to 
State Probation Offices. 

Individual case folders for each probationer containing supervision 

of Probation; pre-sentence and/or post-sentence investigaiton reports; 
correspondence; ledger sheets/account statements showing receipt 
and disbursement of payments made by probationers. 

1ndud.d ue: . data sheets; "Case Bistory/Field Sheet" C.B.S.; Screening Form; Order 

File is unnqed: 

a ~ o m h i v  R*W= 

Alphabetically by name of probationer. - 

How often am records referred m winch M: 

Om m six months old 3; Seven m twelve monrhs old 2; T h i i n  m twenty-fow months OM 1 - +; 
- ? .* m t v - t i -  months and older 

Lsmr-cirr &s#rs 

I 
9. AMuI( Ran of Awmuladon o i  R . c o r b  

Varies from office 
~ to office : Ls@4ze drawers ;shelve¶ : oum l8mci@) - - - 

~ 

- 
I __ - - -. 
U--.h... - 7 1  -_. 

-~ ~ ~- 



A m d ,  c ~ p y  Q e x o n  of l am or mqubtions Explain &im*nLlrm-w mad. 
Files are needed for continuing reference as long as probationer is on probation. 
Inactive files are needed for four years with the exception of the ~ i l ~  Index card. 
This card records all the information contained in the Probation Case History ~ i l ~ '  
an.d is kept permanently. - . -  - 

I f  A p p o v d  Diqmition lmaucdona T h i s  .gmw ncommrndt thn ths file series b. cut off at mS end of uch: - 
0 Calandsr Yew: 0 F i d  Yar: €3 0th- See Below m. 

0 Hold in thr amant fib arw rOnthlJ vcsrls); then 
0 T& to l o a l  holding area hold 
0 Trade to Safe Rccards Canter; hold 
0 Dmrov. 
0 Trader m Sum Archim for pimanem mention. 
a Othr I s P a w  

warld; then 
v.uid;thn 

Upon fulfillment of terms of probation, or upon release by the Court prior to 
the terminationof the period thereof, remove corresponding probationer's case 
folder from active file and place in inactive file; cut off inactive file at 
end of each calendar year: then transfer to local holding area: hold 4 years; 
then destroy. 



I .Cl" . l . .  >.**. 

~ .~ - 
0 * n . r  i. imrt*- Drflrr  Ln r.lch Ilrle. ,. 

These records accumulate in the sixty local and area  probation offices which are under 
the supervision of the State Probation Department and a r e  created as a result of 
carrying out (but not limited to) the following activities: (1) Serving as a system for 
probation for county courts in the State. 
pre-sentence investigations at the request of Judges. 
probationers on fines, court costs, restitution or  child support imposed, and dishuriring 
such funds to the appropriate receiving agencies. 
family to assist in the rehabilitation of an offender. 
activities. (7) Recommending revocation of probation. (8) Making monthly reports 
and keeping statistics. 

(2) Supervising probationers. (3) Making 
(4) Collecting funds from 

(5) Counseling probationer and 
(6) Job placement and other 

9 .E11C1 S m I I S  T I m I  

Individual Probationer Folder Files 

1 . D E s c " , , m l  OF 5r11z5 - I"Cl"d* For. .a L m=. i t e l - .  1) ."7 -6 f,,. "'-'rar,~ 

Inactive individual probationer folder files - Each probationer folder file will include 
the following: Legal-size file folder, Fo rm 1 (Case History), F o r m  2 (Copy of Order 
of Probation), F o r m  3 (Presentence Report, if made), and copies of correspondence 
to or  about the probationer. 

(Samples attached) 



13. Is t h i s  the Record Copy'of %he ser ies?  i: [ I  
t---. [ 1 
w [ I  

.~ t ,  . 14. Is there a duplication of t h i s  s e r i e s  i n  another off ice  or  agency? 

15. Is the information cbntained i n  t h i s  se r ies  ever summqrized or  published?(See 
attached) 

~~ 16. Does the ser ies  contain c lass i f ied  information requiring'securfty handling? 

17.. poes the ser ies  document.policies and procedures of agency's operation or  function? [ ]  

. [ 1 . [ ] 

[ ]  

- . ~ . .  . 

~ . 

18. Could the function be performed if the f i l e s  were l o s t  or destroyed? 

19. Is the se r i e s  (or major portion of it) regularly microfilmed? I f  yes,  why? 

[ I  r l  
[I 11 

20. Does the record ser ies  provide data as input t o  an EDP f i l e ?  [ I  [ I  

21. Does the record se r i e s  contain documentation produced as EDP printout? ~ I 1  [ I  

[~1 L . 3 -  

- - .  . 

i 22. Is the ser ies  affected by .~ Federal or  grant funds? . _  . _ .  

23. W i l l  there  be a need for  these records '10, 15 years from now? If yes ,  ha t?  [I [ I  ( ) : . . .. \ : .  .... ~ 7 : .  ~ ~ i ~ . . :  

- '  0 .  .. 1 . J  . . .  . .  . 
2h. REQUIREKNTS.  The followink aequires the f i les .  t o  be kept ... 5 years : 

c -  _.~ - . - .. 
a.[lSTATE b.flSTATWE OF e,[%&INI~TRATIVE . .  f.[]HISTORICAL 

LAW LIMITATION DECISION VALUE 

.. ( ,  . . . - .  

.. 

t h e  Eetention 'requi;irelnentl 
. .  . .. .. 

25. AGENCY P E C O W N D A T I O N S .  This agency recommends tha t  the f i l e  se r ies  be cut off at the end 
- WoTHER Upon terminat ion of probation ,then : of each -[]CALENDAR YEAR 

A. [ I ~ e s t r o y  inmediately a f t e r  cut off .  

- [ ]FISCAL yEA;R 
t r ans fe r  to inactive f i le  

.. ~~ 

. ' 

B ; [ a o l d  i: furrent  fi les area month(s)/ 5 .  ~ year(s); then:- 
I 

- 

. ~- .~ ~1 WDestroy. . .  

2 []Transfer t& records center ;  hold j e a r ( s ) ,  thdn: -_  
Destroy. 

3 [ I ~ e s t r o y  af ter  audit (o r  y e a d s )  a f t e r  audi t ) .  
c. lHold i n  current f i l e s  area indefini te ly .  

D.[]Hold i n  current f i l e s  area ( y e a r ( s ) ,  then Cransfer t o  Archives permanently. 
E. [ lother  I 

(Indicate br i e f ly  rationale for  reconimendations above/or write additional remarks): I 
I 

i n  P a r a g r a p h  25 



* Section 15: 

Al l  of the information contained in these folder files a r e  summarized and kept 
on the Field Index cards (Forms 22 and 22a) and Field Book Sheets (Form 6 
and 6a). 
6 and 6a) will be kept permanently on each probationer. 
Probation is filed on permanent record in the Clerk of Court's office 

These two (2) sets of forms (Field Index Cards and Field Book Sheets 
The original Order of 

( Copies of forms described above a r e  attached) 


